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SMARTParcal
© 2016, The MAIL Group, Inc
All rights reserved

SMARTParcel is a Trademark of The MAIL Group, Inc
Trademarks may beegisteredin somejurisdictions

Trademark Acknowledgments

Microsoft and Windows are registered trademarks of the Microsoft Corporatit8PS, United States Postal Service, Priority Mail, Express Mail,
First Class Mail, and the Postal Service are registered trademarks of the United States Postal Service. All other teade¢hwaptsperty of
their respective owners. The MAIL Group, ismot associated with any product or vendor mentioned in this document.
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Welcome

Thank you forchoosingd EA -1), ' O
3 -1 24 0 A eduttoh far your business and
mailroom needs.

We are confident that our mailroom and shipping
department service products will both streamline
your day-to-day operations and dramatically
reduce your operational costs.

4EA 3-12400OAA] AO
The user guide shows you how to use the

3-1240A0AAT A O Z£OxAOAN
procedural tips and ideas.
For additional information about workstation

configurations and initial settings, please refer to
the3 -1 240A0AAT A GuiddOAIT | A
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SMARTParcal Overview

{al!we¢t | NOStu A& I a! L[ DNER deldlehdnmd frovidiiof IhtrmethasBdostage sqrvicé. Y LIA @02 Y

SMARTParcelA in the Mailroom
In the Mail Room, SMARTParcelnd its proprietary software will provide yaates that are better than Commercial Base.

SMARTParcelcore functiondnclude

Provides easy access to acquire an IMpb
Supporscharge back tanultiple accounts,
Eliminates over-labeling

Reducadata entry time on your preaddressed mail
Reducsdata entry errors

= =4 =4 A -8 -2

Qualifiesyour Priority Mail packages f&100 of insurance per piece at no charge

SMARTParcelA in a Shipping Environment
In the Shipping envanment, SMARTParaebffers the speed and reliability of USPS Priority Mail, while eliminating:

Fuel Surcharges

Residential Surcharges

Delivery Area Surcharges to Residential Addresses (DAS)
Delivery Area Surcharges to Commercial Addresses (DAS)
Surchargeo a residence in a DAS (pay both charges)
Address Correction Fee

Saturday Delivery Fees

Fees for Alaska or Hawaii

= =4 =4 A4 -4 -4 -8 -a -

Eliminate the pain of DIM weight pricing
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SMARTKeying: Enhancing Keyboard Efficiency

{al we¢t I NOS superidréffiBiefidy Wit @educed leystroke errors in the Mailroom- that translates toenhanced keyboard
productivity!

NAME & ADDRESS Keystrokes Required with  Keystrokes Required with SMARTKeying
existing software SMARTKeying Enhanced Efficiency

Alvin Chastain
4714 Gettysburg Road

0,
Mechanicsburg, PA 17055 59 11 81%
Mark Johnston
7990 Baymeadows Rd E Unit 3204 67 17 75%

Jacksonville, FL 32256

Naples Dodge Inc.
Attn Jeremy Murdock

6381 Airport Rd N 72 11 85%

Naples, FL 34109
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3-1240A0AA1 A DEddia ' OEAA

SECTIOf DESCRIPTION

¢KS {a!wt¢ Thefa! wet | NOSt wectlonSIBILX OIAlyAa2 i KS Fdzy OlGAz2yl t Al
Application including:

1 The SMRTParcei Application Interface,
1 MenuFunctions
T ¥2G 1S5@aq

Operations While most mailrooms have similar operating procedures,@perationssectionprovides some
tips and ideas ohowyou mightbest utilize and integrate thf a ! wé¢ t | NOS f »todls? F
into your dayto-day operations.

Frequently Asked The Frequently Asked Questions section provides additioreal! w ¢ t HnSighS.f «
Questions
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SCREEN VIEW

The SMARTParcel™ MAIN MENU

Switch Weight Value Between Ounces & Pounds

® ®

Active Cost Center Code

Scale Weight

Press Zero Scale after Placing the SMARTRuler Tool

on the Scale

Manually type in a Cost Center's Barcode and click on

the Manual button to activate Cost Center.

Click Check-box to activate Differential Weighing

Click Check-box to Print Sample Labels (Test Mode)

Click Check-box to Print 4" x 2" Labels

Click Check-box to also print an Address Label

A Default Class can be set for an Entire Job

Turn OCR Mode On

Adjust Camera Button

2 4 0 A Gdxekn Layouts

Q

0

1K)

Accounting - Accounts Payable

File.. AddPostage.. Select Cost Center.. Edit Piece Data... Print SCAN Form... |Edit Cost Cegters... EditUsprs Reports  Settings
CC Cument Wt 3.1240
A110000
Plece Wt 31240

<

Zero Scale Prnt Address Label
@\B @ @—E] Use Signature Confimation i Available
JYoiE 4994001125658 File 'ﬂ Tier 1 or 1st Class Parce!\ Enter ZIP code \Cty and Sate | Cos/Rale
Maiing Date ~ 2/,9/2016 [~ Package @® USPS First-Class Mail / $2.60
Package - Non-Rectangular O USPS Priority Mail / $5.75
e Flat Rate Envelope O USPS Priority Mail Express / $20.66
Flat Rate Padded Envelope (O USPS Media Mail / $2.61
Legal Flat Rate Envelope <Ctr+ O Ciaae- <Cir + L> Use Last Addreas O USPS Parcel Select / $5.95
@—7 Small Flat Rate Box Cer O USPS Library Mail / $2.48

Medium Flat Rate Box

Large Flat Rate Box

Large Package OCR Mode OF Adjust Camera

_) Oversized Package
Regional Rate BoxA
\ Reaional Rate Box B / \<

Refund AccourtCode  PackageType  Mai Class Tracking Nuber Transaction 1D a0 Ful Addvess Lo

ZoneCnbcHenﬁl.uuhm

Available Postage: $50.00 Scanner NCI Compatable on COM2

@8 E@ O @8

Click Check-box when Signature Confirmation is
Required

USPS Mail Classes (labels print automatically when
clicked)

@ Address Data Entry (Start with Zip Code)
@ Qualified Address Appears Here

® Equipment Attached to the SMARTParcel
Workstation is Displayed Here

@ Available Postage Displayed Here

@ Job Transactions Listed Here

@ Select Type of Mail Piece

@ Mailing Date

@ Manually Enter Weight
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3-1240A0AAT A 3AO0OAAT
SCREEN VIEW WITH CAMEA IMAGE

3

@ The SMARTParcel™ MAIN MENU
Ll Smar}Par(zl - a X
Camora View of Mail Piaca File.. AddPostage.. Select Cost Center.. Edit Piece Data... Print SCAN Form...  Edit Cost Centers... EditUsers Reports Settings  Help...
Wt |0.2625 | Manual
@ Optional Pop-up Accept Address Window Appears < £ 10000 m w: fbﬁfé?il .
aFter Sean. Accounting - Accounts Payable E== 1 [0 Dfferential Wesghing £4 Pant Sample Labels
Zero Scale [ Prnt &2 Labels [ Prnt Address Label
@ [[] Use Signature Confimation ¥ Available
Weoti}|0.2s2 102 @ Tier 1 or 1st Class Parcel ( Com. [EDIEIS e s/
Maling Date [ 9/ 172016 (G~ | O Flat
O Package
O Package - Non-Rectangular
O Flat Rate Envelope
O Flat Rate Padded Envelope
O Legal Flat Rate Envelope
O Small Flat Rate Box
O Medium Flat Rate Box \ /
O Large Flat Rate Box OCR Mode On
O Large Package
O Oversized Package
R () Reaional Rate BoxA v
d Account Code Package Type Mai Class Tracking Number Transaction ID m Ful Address Zone  Cubic  Height Length m
Accept Address
age: $29.34 Scanner NCI Compatable on COM2
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3-1240A0AAT A , 1 CEI

Login

As noted in the installation instructions,

the first time login will require the

following: fJ |
VISR EATEE]

Username: admin Login

Password: Administratorl

Usemame |Admin |

b23SY ¢KS LI aagz2NJI
uppercase A and it contains the numbe
1 at the end. This login is only used for

Password |IIIIIIIIIIII-||

your workstation and it is not the same Cancel
login used to access your Stamp.com
account.

AGAIN! Please make sure you change
the password after logging into
{a! we¢t | NOStuo

ClickOKto continue
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3-1 240 A M™MANA Befections

File > Close To exit the programselect menu itenfile > Close to terminate theprogram2 NJ 4§ KS W. Q
right side of the application.

L SmartParcel
Y
File... | Add Posta

Close
Add Postage... The bottom left side of the applicatisshowsavailable pstage
| SmartParcel <

File.. | Add Postage.. | Se Available Postage: §123.08

To add fundsselectmenuitem Add Postage...

Add Postage
1 Inthe popup window, enter the
amount you wish to adtb your

account or select thédd Maximum Postage To Add § [10.00
Postagecheck box.

Postage Account Limit  S710000.00

[] Add Masimum Postage

1 Click theOKbutton and the amount will Cancel

be added to youaccount
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Select Cost Cengr...

Tomanuallyselect a billing Cost Centeselect menu itengelect Cost Center.Select the cost center
from the list and click th©Kbutton.

®—
- Example of Subordinate Cost Center Selection Select A Cost Center
‘age. | Select En;Ei}Zenter... Edit P P
@ This example shows four Cost T -
Centers.
L
When ‘Accounting’ is selected, the f E;;ST;W Select A Cost C ®_
useris presented with two Shipping elect ost Lenter
subordinate Cost Centers. = —————_ | |
———

Accounts Payable
) Accounts Receivable
@ Selecta secondary Cost Center and click
‘OK’ to continue.

{al wet NOStf u A& NBFIReée (G2 LINRPOS&a @&2dzNJ Lk

O

L SmartParcel

File.. Add Postage.. | Select Cost Center... | Edit Piece Data...  Print SCAN Form...  Edit Cost Centers...  Edit Users

A110000
Accounting - Accounts Payable
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Hint: Cost Center Quick Search

Select A Cost Center Select A Cost Center

While this example only showfour cost d e |

Accourting Accountin

centers some organizationmay have Cremary R
hundredsof costcentercodes.

A quick way to navigatidrough a large
listis to first use thaJp Arrowto place
the cursor in the search box. Type one
more character®f the code you wgh to
locate andpress theDown Arrow.The
first occurrence with youfull or partial
search value will be presented.
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Edit Piece Data... TheEdit Piece Data.menu option provides you with the ability to édielect information associatec
with a mail piecealong with the ability to submit a refund request famail piece that will not be
shippedor requires a new labdh postage misprintlo to a printing problem

SMARTP

“nter... W pintscanform.. EdtCostCentt  BOth thePiece Editor..and theRequestRefund Via Stamp¥/ebsite... allowsyou tosubmit a

= refund request, but with an important difference

Piece

Request Refund Via Stamps WebSite...

1 Requesting a refund directly from Stamp.com will betreflectedwithinthe{ a ! w¢ t |
built in reports.

1 Requesting a refund using tiRéece Editor.. will update both the STAMPS.com and
SMARTParcel Databases.

Note: You must submit-€efund requests within 10 days of the print date and Ararefund
requests within 60 daysfahe print date.
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Piece Editor...

Edit Piece Data... = Primt SCAN Form...  Edit Cost

Piece Bitor...
quustuﬂefund Via Stamps WebSite...

Selecting the sumenuPiece Editor..2 LG A 2y 2 LISy a | gAYyR2¢ 6A0GK

- SMARTParcel - TEST MODE = =
File.. AddPostage. SelectCostCenter.. EditPieceData.. PrintSCANForm.. EditCostCenters. EditUsers Repons  Settings  Help.
Curent Manal
Al i vanal |
-test Piece ™t | [ Diffesartial Weighing [7] Prit Sampls Labels
|| o2 Dt o2 [ Dkt Kok L bl
o Piece Editor = [
Select Al Edt Accoumt || Delete/Fiefund Fier  From: [[B15/2015 [+ | To: | 5222015 [J- | Coot Code: Select Cont Cade | | Feset Fiter Aoply Fter |

Pire Dete T Transaction [D

519/ 513.. Package US| & 526 N EARL AYETTE |

H20201510:07.. | Lelter D00408955625369638247. . | 536e07574786-4032H771-.. 048 526 N EARL AVE LAFAYETTE IN47.. 1
522/20151:12... | Package ... |3400111899562868153642 | 68cB363c-cBla-daldDebd-.. 329 526 N EARL AVE LAFAYETTEINAT.. 1
5/22/20151:13... | Package .| 400111899562068753680 | JaaddTd(-48e0-4856-85eb-. | 526 N EARL AVE LAFAYETTE IN47.. 1

Available Postage: $123.08 Scanner Scale:

When evaluating hundreds or thousands of transactions, using the filter todlsekgl narrow your
search.

1 Filter using from and to dates

1 Cost Code
1 Or the combination of both ate rangeand cost code.
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Changing an Account Code

Select item and press thedit Accountbutton.

o
Select Al Edi Account | Dieleta, Refund
Selected fccoutCode  Print Date i
- r 5/19/20155:13....  Packs
i Al E/20/2015 10:07... | Letter
O AD 5/22/20151:12... | Packs
| AD 5222015113 | Packe

Within the Select A Cost Centevindow, click on the dered cost code and press ti@Kbutton.

Piece Editor
Ede Account Deleta,Rafund T Y S
Select A Cost Center

Account Code  Prink Dete Toogaee M [ | |
AD 5/19/20155:13.. Package I | Defoult Coat Center I
AD 5202015 10:07.. | Letter us E
A 5/22/2015 1:1Z... |Fackage us
AD 5r22720151:13:...  Packsge us
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You will be asked to verify the change. Pressiagoutton commits the change.

Transaction now reflects the updated information.





































































































































































